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1. PURPOSE AND SCOPE. To outline printing acquisition and
distribution policies and provide general publication guidelines
for el ectronic docunents managenent.

This Program Statenent applies to all conponents of the Bureau
usi ng appropriated funds to obtain printing and rel ated services
or making national distribution of docunents.

Federal Prison Industries, Inc. (UNICOR), funded printing and
related services, used primarily to produce sal es brochures and
pronoti onal material, are excluded from provisions of this
Program St at enent .

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. Al printing rules, regulations, and graphi c standards
i nposed by the Congressional Joint Conmttee on Printing, the
Departnent of Justice and the Bureau will be understood and
foll owed by Bureau staff.

b. A systemfor obtaining publications will be maintained.

c. Al publications and docunents wll be distributed in a
timely manner.

d. Electronic docunent information will be kept accurate and
current through a centralized update process.

e. Electronic publishing standards will be nai ntai ned.

f. Access will be provided Bureau-wide to all pertinent
el ectroni ¢ docunent i nformation.
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3. DI RECTIVES AFFECTED
a. Drective Rescinded
PS 1520. 07 El ectroni ¢ Docunents, Printing and

Di stribution Managenment (12/06/93)

b. Directives Referenced

PS 1520. 06 Publ i cations Policy and Control Procedures
for Periodicals and Panphlets (06/01/93)
PS 4100. 03 BOP Acquisitions Policy (09/06/96)

DA Order 2510.11A Control System for Devel opnent and
Approval of Periodicals, and DQJ
G aphi cs Standards (04/04/88)

Title 44, U. S. C. and the Governnment Printing and Bi ndi ng
Regul ations of the Joint Commttee on Printing (JCP),
Congress of the United States.

4. STANDARDS REFERENCED. None.

5. DEFI N TI ONS

a. Printing. The conposition, plate making, presswork, and
bi ndi ng, using generally recogni zed equi prrent such as offset
presses, duplicators, and el ectro-phot ographic machines, to
produce i mages on paper and a variety of related materials such
as vinyl, plastic, cardboard, etc., in quantities usually
greater than 25,000 total inpressions per job.

b. Duplicating. Reproduction using small offset presses and
copiers to produce inmges on paper, usually less than 5,000 total
I npressi ons per job.

c. Conposition. "Canera ready" typed matter, art-boards,
phot ogr aphs, electrostatic plates, and other comrercially
obt ai ned vari able type sized and justified material used to
prepare art work for printing.

d. Publication. Informational material published as a single
docunent or as required by law. This includes periodicals,
panphl ets, and newsl etters (see the Program Statenent on
Publ i cations Policy and Control Procedures for Periodicals and
Panphl ets). Publications may be printed at governnent expense
using offset printing or photocopier nethods of production.

e. |Inpression. One side of an 8 1/2" x 11" sheet of paper




with printed or photocopied text.



PS 1520. 09
May 21, 1997
Page 3

f. Bureau of Prisons Docunents Conpact Disc-Read Only Menory
(BOPDOCS CDROM . A conpact disc-read only nenory (CDROM used to
store, distribute, access, and manage, Bureau and ot her agency
docunents or directives previously available only in paper form
BOPDOCS contains a search software to facilitate access to
docunents such as Program Statenents (PS), QOperations Menoranda
(OM, DA Orders, Federal Personnel Manual (FPM, and Federa
Acqui sition Regulation (FAR), and others. The Policy Information
and Resource Managenent Branch (PIRM updates and distributes
BOPDOCS nont hl y.

g. Electronic Docunent. The equival ent of a paper docunent in
el ectronic form ordinarily published and di ssem nated on
BOPDCCS.

6. RESPONSIBILITIES

a. Policy Information and Resource Managenent Branch. PIRMis
responsi bl e for providing guidance to staff regarding rules and
regul ations related to printing as well as docunent acquisition
and related distribution, for both paper and el ectronic
docunents. In addition, PIRMshall:

(1) Fornul ate budgets and control expenditures related to
Central O fice printing acquisition and expenditures for
acqui sition of docunents having systemw de distribution.

(2) Serve as the liaison for all printing and publications
i ssues between the Governnent Printing Ofice (GPO, DAJ, UN COR
and ot her governnent agencies and between Central Ofice and
field conponents.

(3) Performnecessary liaison with other agency printing
and publications officers to obtain paper or electronic docunents
through "rider notices,"” the DQJ "Open Printing Request"” and
various electronic bulletin boards.

(4) Ensure that selected publications are added to the
BOPDOCS, and in conjunction with Central O fice program nmanagers,
assure that electronic docunents are current.

(5) CObtain or procure printed and el ectroni c docunents from
governnment and the private sector, as required, for those
publ i cations receiving systemw de distribution.

(6) Determne which printing/copying work will be produced
i n-house and which will be forwarded to UNI COR, DQJ, or other
sources, for production based on:



® the printing services requested,
e the nunber of copies,
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® delivery tine, and
e confidentiality.

(7) Contact DQJ directly to obtain printing which is beyond
UNI COR s capacity to produce. PIRM nay al so contact the
Department directly, for photographic, graphic arts services, and
suppl i es as necessary.

(8) Receive and provide "rider notices" to appropriate
Central Ofice staff, consolidate divisional requests and forward
a conpl eted Request for Printing and Design (DQJ Form 2)
(Attachnment A), and a Request for Purchase form (BP-101(41)), to
t he Business O fice.

(9) Establish and maintain a national distribution
dat abase. PIRM shall fornulate, in conjunction with the Ofice
of Public Affairs (OPA) and the Executive Secretariat, criteria
for including addressees on the lists to receive various national
publications. The database shall be nade avail able to Central
Ofice staff through |ocal area networks (LAN s) or on diskette,
upon request. The address database shall provide, and be the
mandatory source for, appropriate mailing or distribution
instrunments for nationally distributed publications.

(10) Provide current site address information to DQJ for
di stribution purposes.

(11) Poll (formally contact addressees by neans of a mailed
questionnaire) lists annually or nore often, to assure accuracy
of the lists and to elim nate addressees no | onger having an
interest in the Bureau' s national publications.

(12) Prepare and submt nmanagenent reports required by
Section 6 below, for Central Ofice activities.

(13) Manage BOPDCCS, the Bureau's el ectronic docunent
managenent system

b. Central Ofice Program Managers. Central Ofice program
manager s shal | :

(1) Contact PIRM as soon as a printing requirenent is
identified to obtain assistance in planning, scheduling, funding,
preparing the docunent for printing, and controlling the
production and distribution process.

(2) Ensure that any material submtted to PIRMfor use in
preparing any publication, and particularly typesetting, uses
WordPerfect software. 1In addition, a printed paper copy and an



appropriate electronic copy of the material shall be delivered to
PI RM concurrently for production of paper copies and for possible
i ncl usi on on BOPDCCS.
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(3) Consult with PIRM when pl anning the issuance of
publications (see the Program Statenent on Publications Policy
and Control Procedures for Periodicals and Panphlets).

(4) Coordinate preparation of periodicals or panphlets with
the Ofice of Public Affairs during the "drafting"” stage of the
publ i cati on.

(5) Consult with PIRMfor preparation of art work or
t ypography which requires typesetting, |ayout, or design which is
beyond the basic defaults of WrdPerfect.

(6) Coordinate with the Ofice of General Counsel (OGC)
when drafting periodicals or panphlets which contain information
related to rul es | anguage in Bureau Program Statenents.

c. UNICOR Graphics Support. UN COR G aphics support shall:

(1) Serve as the sole source "printing jobber” for al
printing requirenents.

(2) Ship all printed materials in a manner which ensures
tinmely delivery. Shipping will be acconplished so as to all ow
proof of receipt (for exanple, USPS certified mail, UPS, etc.).

(3) Provide three copies of each final printed product
(1 ncludi ng envel opes, mastheads or banners, panphlets, brochures,
etc.), produced for any Bureau activity, to PIRMfor post-
production revi ew.

(4) Ensure that all art work, except for publications which
Wil be reprinted, are returned to PIRM or any ot her requestor
after production of any job. At PIRMs request, the production
printing plant shall retain docunents which may require
reprinting, until PIRM provides further instructions as to final
di sposal

(5) Return all original copies of Bureau directives
(Program St atenents and Operations Menoranduns) to PIRM after
printing is conpl et ed.

(6) Provide commercial and graphic art support to PIRM for
Central Ofice Divisions. This includes, but is not limted to,
preparation of charts, graphs, slides, art work, exhibits,
typesetting, |ayout and design, printing, and distribution of
publ i cati ons.

(7) Provide price quotes for Central Ofice printing jobs
not nore than three working days after recei pt of request.
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(8) Use recycled paper to the extent practicable, provided
it is avail able, to produce printed work for any Bureau
activity (see Section 10 for additional GPO paper
specifications, and Section 24 concerning the use of the
Uni versal Recycling Synbol).

(9) Evaluate and process requests for printing and copying
equi pnent for Central Ofice use and for inmate training
pur poses, including vocational training.

d. Staff Training Printing and Reproduction

(1) Staff Training Centers (STC) are not required to
consult with PIRMprior to obtaining printed products from
UNI COR. However, STCs shall prepare printed materials in
substantial conformance to the Joint Commttee on Printing (JCP),
GPO, DAJ, printing rules and DQJ G aphi c Standards.

(2) The Staff Training Acadeny at dynco, Georgia, may
obtain printing support fromUN COR or the U S. Treasury
Department to produce training materials for use at G ynco.

(3) The Managenent Specialty Training Center at Aurora,
Col orado, may obtain their printing requirenents directly from
FCl Fort Wbrth, Texas, UNICOR print plant.

(4) Staff training activities are encouraged to provide
Wor dPer fect copies of training handbooks to PIRM for
i ncorporation into BOPDOCS for staff reference purposes.

e. Central Ofice Business Ofice (COBO shall:

(1) Process purchase request authorizations for related
DQJ Forns 2 signed by PIRM when PIRM requests printing and
publications services from DQJ.

(2) Refer all Central Ofice staff requesting printing,
copying, graphic arts, or electronic publication services to
Pl RM

f. In addition to the above responsibilities, see Attachnent B
for requirenments related to various publications or docunents
that are docunent specific but not necessarily related to any
specific activity contained in this Program Statenent.

7. MANAGEMENT REPORTS

a. The DQJ Report of bligations for Governnment |nformation
D ssem nation Products and Services is a report of the various



Bureau periodicals, panphlets, machine readable data files
(i ncluding CODROM, software, on-line data base services, and
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el ectronic bulletin boards which are issued, dissem nated, or
made available to the public. PIRMshall prepare this report
using information provided by Central O fice divisions and shal
forward it to DQJ.

b. The Copying/Duplicating Inventory Report (DQJ Form 369)
(Attachnment C), is used to provide DOJ wth inventory data on
copyi ng and duplicating equi pnent. The report shall be prepared
for all activities of UNICOR operating printing/duplicating
equi pnent and forwarded to UNI COR G aphics Support within 10 days
after the close of each cal endar quarter for consolidation and
transmttal to DQJ.

c. The Duplicating Production Report (DQJ Form 369A)
(Attachnent D), is used to provide production data for al
duplicating equi pment used to produce reportable printing (that
is, any printing job exceeding 5,000 production units of any one
page, or 25,000 production units in the aggregate of nultiple

pages) .

This report shall also be conpleted by each Bureau
duplicating/copying activity and forwarded to UNI COR G aphics
Support 10 days after the close of each cal endar quarter for
consolidation and transmttal to DQJ.

d. For field activity reports related to copiers and printing
equi pnent, the Controller is ordinarily the official who shal
collect and report the information required above.

8. PRINTING AND PERI PHERAL SERVI CES - CENTRAL OFFI CE

a. Al Central Ofice requests for printing, binding, and
peri pheral services shall be forwarded to PIRM Requests shal
be in nmenmorandum format and signed by an appropriate

Adm ni strator. The nenorandum shall identify the:
® project,
e nunber of copies required,
® distribution desired, and
® project officer's building, room and phone nunber.

Justifications, such as requests to use nore than one col or
i nk, special or coated paper stock, and requests to publish
periodicals or panphlets shall be submtted with the request
using the Publication Planning Guide (DQJ Form 529)
(Attachnment E).

b. Central Ofice staff desiring to have material s phot ocopi ed
by the Central Ofice Reproduction Unit shall prepare a Request



for Duplicating Service (Attachnment F) and forward the materials
directly to the Central Ofice Reproduction Unit.
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c. Central Ofice staff issuing reference or other
publ i cati ons (phone books, handbooks such as the Master
Agreenent, etc) on printed paper nedia, shall ensure that a
conparabl e WordPerfect file is created and forwarded to PIRMw th
a recommendation as to whet her the docunent should be published
el ectronically on BOPDCCS.

9. REQUEST FOR PRINTING - FIELD ACTIVITIES. Field activities
shal | budget for, and order directly fromUN COR, all printing
requi renents, such as letterhead, envel opes, and Institution
Suppl enmrent masthead. Staff nmay tel ephone UNICOR' s Graphics
Support at (202) 305-3756 to obtain a quote, work order nunber,
or technical assistance.

10. COLOR | NK/ COLOR PHOTOGRAPHS

a. Because use of nore than one color ink or photographs in
publications or other printed materials increases costs, they are
ordinarily not permtted in Bureau publications. Wen color ink
or photographs will contribute directly to the product val ue or
end purpose, the use nust be fully justified.

Al printing acquisition requiring nore than one color ink or
col or phot ographs nust be submtted to PIRM using DQJ Form 529,
Publ i cati ons Pl anni ng Guide (see conpl eted sanple justification,
Attachnent G. Assistance in conpleting justifications may be
obtained from PIRM by sendi ng a nessage on BOPNet G oupW se E-
mai |

b. Central Ofice and field |locations nay obtain DQJ Form 529,
Publ i cati ons Pl anning Guide fromPIRM or reproduce and use
Attachment E. Al DQJ Form 529s PIRM receives shall be submtted
to DQJ for review prior to initiation of typesetting, copying, or
printing. Upon receipt of notification of approval (s) or
di sapproval (s) fromDQJ, PIRM shall notify the requesting office.

c. Sonme exanples of publications when nmulti-color printing
m ght be appropriate include:

° Maps and technical diagranms if additional color is
necessary for clarity.

° bj ect identification (displaying nedical specinens,
pi cturing di seases, showi ng plants, flags, uniforns,
etc).

° Safety prograns, fire prevention, savings bonds

prograns, and conpetitive areas of personnel
recruiting.



When clearly identifiable savings in costs can be
soundly predicated on nulti-col or use.
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° Printing for programs, required by |aw, whose relative

success or failure is in direct ratio to the degree of
public response, and when that response can be
logically attributed to the nunber of col ors planned
and the manner in which they are to be used.

° Credential and identification photographs.

o When color printing will aid in better presentation of
court cases.

o When color printing will aid in better presentation of
trai ni ng prograns.

° Moral e buil ding and incentive type photographs.
° O ficial Bureau functions and special cerenonies.

d. Sonme exanples when nulti-color printing and use of col or
phot ographs are not permtted:

° When used primarily for decorative effect or self
aggr andi zenent .

o VWhen used primarily in lieu of effective |ayout,
desi gn, and content.

° When there i s excessive use of color, i.e., use of four
colors when two or three, or less wll fulfill the

need, with or without reverse treatnment.

e. PIRMshall obtain all Central Ofice col or photocopying.
Central O fice staff requiring color reproduction of |aser color
printed docunents nust contact PIRMto procure this service.

f. Bureau photocopying or duplicating facilities nay not
produce mnulti-color printing/ photocopying. Only UN COR print
pl ants may produce color printing. Field activities requiring
color printing, even when obtained from UNI COR, nust obtain
approval from DQJ through PIRM foll ow ng the procedures outlined
in Section 9.a., above.

g. Field activities requiring color photocopi es of docunents
prepared fromcolor |aser printers or for other docunents such as
i nvestigative col or photographs, should obtain the col or
phot ocopying fromthe | ocal market via procurenent authorized by
the Controller.

11. GOVERNMENT PAPER SPECI FI CATI ONS STANDARDS ((GPO Cl RCULAR




LETTER A-130). JCP, GPO and DQJ stress the use of paper stock
selected fromthe Governnment Paper Specifications Standards.
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PI RM has a copy of the paper standards and shall consult with
Central Ofice staff to ensure that the Bureau produces
publ i cati ons using paper stocks which conply with these

gui delines. Recycled paper shall be used, if available, and if
its use does not substantially increase production costs. PIRM
nmust obtain approval for any deviation fromthe paper standards
from DQJ.

12. PUBLI CATI ONS Bl NDI NG

a. The designated binder used to house Bureau directives, is
bone col ored, has a clear overlay of the front cover and spi ne
and is manufactured for heavy duty use. Due to cost containnent,
the use of expensive binders, binder inserts, and index tabs is
not cost effective.

Except for use with vol um nous policy docunents, three ring
bi nders shall not be used to house or bind materials obtained by
PIRM When BOPDOCS is used as the central policy reference
l'ibrary, binders are not needed, because paper versions are not
used.

b. The primary nethod for binding Bureau national publications
shal | be perfect binding, saddle stitching, magazi ne binding, or
stapling in the upper left corner. The primary nmethod of binding
for adm nistrative docunents (tel ephone books, directives, etc.)
shall be a staple in the upper left corner of the docunent or
copi er machi ne tape bound.

c. Field activities are also discouraged from using binders,
inserts, and index tabs because they are relatively expensive
when conpared to ot her acceptable, |ess expensive nethods of
bi ndi ng. However, Bureau activities having specialized binding
equi pnent and supplies already on hand, such as spiral binding
machi nes, may continue to use this equi pnent and supplies to bind
| ocal Iy produced docunents.

13. PHOTOGRAPHY AND PHOTOGRAPHI C SERVI CES. For offici al

pur poses, photographic services such as portrait naking, film
devel opi ng, maki ng negatives, prints, transparencies, slides, and
peri pheral services such as fram ng, nounting, or attaching
adhesi ve tape strips, are available fromthe DQJ.

a. \Wen appropriated funds are used for such official purposes
as candid photos of staff at work and photographs of the
institution, staff are encouraged to provide copies (annotated on
the reverse) to the Central Ofice Archivist for historica
pur poses.



b. Central Ofice staff may request photographic services by
sending a nenorandumto PIRM outlining requirenents.



PS 1520. 09
May 21, 1997
Page 11

c. Field activities may request these services by submtting a
Request for Audio and Visual Services (DOJ Form 430) (Attachnent
), to the DQJ Photo Laboratory, outlining requirenents. Cal
the DQJ Photo Laboratory, (202) 514-4387, for pricing and
ordering information.

d. Central Ofice program managers with printing projects that
i ncl ude phot ographs, nust provide their own original photographic
materials for each job. Central Ofice Archives staff may be
able to assist in locating historical or other Bureau
phot ogr aphs.

e. Phot ographs shoul d be included in Bureau printed matter
only when they:

° Rel ate entirely to the transaction of public business
and are in the public interest.

° Rel ate directly to the subject matter and are necessary
to explain the text.

° Do not serve to aggrandi ze an individual .

° Are in good taste and do not offend proper

sensibilities.

° Are restricted to the m ninmum size necessary to
acconplish their purpose.

° Il lustrate enpl oyees actually engaged in an act or
service related to their official duties.

f. Photographs of the President, Attorney General, and the
Director may be obtained by sending a nmenorandum from the Warden
to the Central Ofice, Ofice of Public Affairs. These
phot ographs are for official use only and are normally used for
di splay in executive offices or general visiting areas.

14. OBTAI NI NG OTHER AGENCY PUBLI CATI ONS

a. The Bureau becones aware of the availability of other
agency publications through "rider notices" and DQJ Form OT-122,
DA Open Printing Request (OPR).

b. Staff receiving "rider notices" directly froman office or
agency other than PIRM should i mmedi ately forward such "rider
notices" to PIRM for processing.

c. Al OPR orders placed in the current fiscal year will be



printed and delivered during the next fiscal year. However,
publications ordered through the "rider systent are ordered and
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funded during both the current and the next fiscal year. DQJ
requires that the Bureau provi de purchase docunents and fund
citations for the fiscal year in which the docunents wll be
del i ver ed.

d. Previously, publications offered for sale were only in
paper format, but are now becom ng available in electronic
format. I n nost cases, electronic distribution via BOPDOCS is
the preferred nmethod of distribution.

e. To obtain required publications in the nost cost effective
manner, and because of Bureau's on-going effort to achieve paper
reductions, the nunber of paper copies of a particul ar docunent
PIRM di stributes shall be appropriately reduced, provided the
docunent has been incorporated i nto BOPDOCS

15. ORDERI NG AND FUNDI NG PRI NTI NG

a. Bureau activities shall not contract directly with a
private vendor for printing and graphic arts services w thout
PIRM s prior approval .

b. For the Central Ofice, PIRMshall submt an approved
request for purchase to UNICOR for ordering and funding printing,
bi ndi ng, and graphic arts services. PIRMshall submt DQJ Form 2
to obtain printing and publications services from DQJ.

c. Printing for regional offices, institutions, and staff
training centers, unless otherwise Central Ofice funded, wll be
budgeted and funded by the individual field activities. Except
as noted herein, the initial source of acquisition wll always be
from UNIl COR Graphi cs Support. Instructions for ordering are
contai ned herein and in the BOP Acquisitions Policy.

16. RECEIPT AND DELI VERY OF PRI NTI NG AND PRI NTI NG PERI PHERAL S

a. Central Ofice. Wen ordering printing or printing
peripherals for Central Ofice staff, PIRMw Il direct that the
materials be sent to receiving in the Central Ofice Business
O fice Warehouse (COBOWN. The COBOWw || receive the material s
and deliver themaccording to the instructions contained wth the
shi pping material or invoice. 1In all cases, COBOWNbills of
| adi ng and ot her shi ppi ng docunents shall be forwarded to PIRMto
verify receipt and certify paynent.

b. Field Activities. Field activities should be aware that
the Central Ofice funds and directs delivery of many printed
docunents, including, for exanple, BP forns and other nationally
di stributed publications or docunents. Oten, these materials




will arrive absent a | ocal purchase request or other |oca
ordering or procurenent docunentation, but are acconpanied by a
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shi pping notice as to the quantity delivered. COBOWstaff shal
conplete internal redelivery. COBOWSstaff questions concerning
redelivery of materials received as a result of a national

di stribution should be directed to PIRM

17. DI STRI BUTI ON TO ESTABLI SHED AND NEW.Y OPENED | NSTI TUTI ONS

a. To contain mail and distribution costs and ensure pronpt
delivery, the supplier will deliver all printed matter and
peripherals directly to each regional office, institution,
community corrections office, staff training center and the
Central O fice as directed.

When ordering printing, PIRMshall obtain distribution
instructions and mailing | abels, with the quantity to be sent to
each addressee placed in the upper right hand corner of each
| abel, fromCentral Ofice program nmanagers when the order is
placed. Al mailing | abels shall be obtained fromthe PIRM
Mai | room and presented to the Printing Oficer each tine a
printing order is submtted.

b. PIRMshall provide each newy opened institution with two
copi es of BOPDOCS, which nmay be increased upon the witten
request of the institution. One set will be used to establish
the Central Reference Library and one will be shared with the
vari ous departnents responsible for inplenenting individual
prograns.

If a LANis available, the conputer specialist shall place
BOPDOCS on the new institution's LAN. If a LAN is not
avai l able, the new institution should obtain separate CDROV
readers. Staff should obtain copies of needed directives as
el ectroni c docunents or WirdPerfect files either via the LAN or
CDROM r eader s.

The institution activation cadre should request BOPDOCS di sks
when they are ready to receive the materials. PIRMw || forward
the current BOPDOCS di sk and add the site to the distribution
list for future issuances of the BOPDOCS di sk.

Copi es of Program Statenents should be nmade by el ectroni c neans
from BOPDOCS, or nmay be printed on paper locally if desired.
Addi ti onal paper copies nay be obtained by calling UNICOR Ft
Worth, Texas, (817) 738-4345, and outlining requirenents,
requesting a price quote, and obtaining ordering instructions.

c. The BOPDOCS wll contain all non-sensitive Bureau and ot her
agency directives required for operations. Copies of sensitive
(Limted Oficial Use Only) directives, such as the Correctional



Services Manual, shall be requested in witing directly fromthe
Ofice of Primary Interest (OPl), in the Central Ofice.
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18. PLAQUES, SEALS. AWARDS

a. Bureau vacuumformnold seals (round plastic seals) shal
be di splayed in executive offices, visiting areas, and at
official public displays (recruitnment drives, etc.). PIRM keeps
a small quantity on hand for issue to new institutions, and as
replacenents for previously issued seals which may have
deteriorated. The seals may be obtained by forwarding a
menor andum BOPNet GroupWse E-Mail to PIRM or a SENTRY EMS to
"BOP DOCUMENTS." The nenorandum shoul d state the reason and/ or
requi renent for the seals and how and where they wll be
di spl ayed.

b. The Departnment of Justice seal is available from DQJ at
cost. Comptrollers may call the Printing Managenent Unit,
Department of Justice, Washington, DC 20430, (202) 514-3151, to
obtain a price quote and ordering instructions.

c. UNICOR and the National Institute of Corrections (NIC) are
aut hori zed a distinctive seal and | ogo (See Attachnment J). These
activities are authorized to display their organizational vacuum
form seals separately or in conjunction wth the Bureau seal.

UNI COR and NI C seal s however, are not purchased, maintained, or
controlled by PIRM Staff desiring UNICOR or NI C seal s shal
contact UNI COR G aphics Support, (202) 305-3756, or NIC, (202)
307-3106, in the Central Ofice.

d. Decals of the Bureau seal, in obverse and reverse, nay be
ordered through the UNI COR Graphics Support in the Central
Ofice, (202) 305-3756. The decals are to be used primarily on
w ndows, or glass doors for safety purposes.

e. Bureau activities desiring to present incentive awards,
such as Certificates of Appreciation, Achievenent, plaques, etc.,
shoul d contact the Human Resource Division's Enpl oyee Rel ations
Section, (202) 307-6248.

f. Incentive awards, netal seals for nanme plates, Certificates
of Appreciation, Training, or Achievenent, plaques, etc., may be
obtained directly fromUNICOR Central Ofice staff ordering
such itens should contact the UNI COR G aphics Support, (202) 508-
8462. Field activities should contact the UNICOR Print Plant at
FCl Petersburg, (804) 733-7881, to obtain ordering instructions
and a price quote.

19. COPYRI GHTS

a. Copyrights do not exist in any Bureau publication, or in



any reprint, in whole or in part. Bureau publications prepared
as a part of official duties are not subject to copyright |aws
unl ess copyrighted material is used in their production.
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| f copyrighted material is used in a Bureau publication, the
editor or project officer is responsible for obtaining al
required clearances, in witing, and providing a copy to Pl RM
when a request for printing is submtted. No printing of
copyright material shall be undertaken until PIRMis in
possessi on of a copyright rel ease.

b. An existing copyright is not inpaired because the
gover nnment publishes or republishes the work. The owner of
copyrighted material has a proprietary right in such material,
and copyrighted material will not know ngly be incorporated into
publications prepared by or for the Bureau except with the
copyright owner's witten consent.

c. Publications produced through a contract or grant may not
be copyrighted. Should the use of copyrighted material be
required to conplete the requirenments of a contract or grant, it
will be the contractor's or grantee's responsibility to obtain
the rights and to pay any required fees.

If the Bureau is to print any material as a result of a grant
or contract, the program manager or the individual nonitoring the
contract/ grant shall obtain a copy of the copyright rel eases or
approval s and provide themto PIRM along with a canera ready
copy of the material to be printed.

d. To assure a copyright owner's identification and
protection, the copyright credit notice should be incorporated
within the related text, captions, or |egends, given as a
footnote for text, or cited wwth the author's nanme. Wen
applicable, a listing of all copyrighted material, by page and
par agr aph nunber, shall be included on an acknow edgenent page
inside the front cover or on a front flyleaf. Copyright notices
shal |l be subordinate in size or type to that of both the text and
the legends for illustrations.

20. COURTESY CREDIT LINES AND BYLI NES

a. Courtesy Credit Lines. Courtesy credit |lines are not used
i n Bureau docunents unless the material has not been copyrighted
and was donated to the Governnent. Wen an organi zation or
i ndi vidual has witten or produced material under a governnent
grant or contract using governnment funds, credit |ines shall not
be used.

Courtesy Credit Lines for free or non-copyrighted materials
contributed or | oaned by nongovernnental parties shall be
subordinate in size or type to that of both the text and the
| egends for illustrations. Wen all materials have cone froma



si ngl e non-governnental source, credit lines will be acknow edged
in a footnote on the page containing the material.
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b. Bylines. The use of governnent enpl oyees' bylines in
Bureau publications is permtted and encouraged. Bylines wll be
confined to authors of the articles and to the photographers who
ori gi nated photographs. Any authors' and photographers’' bylines
shall be printed in juxtaposition to the article or picture to
whi ch they rel ate.

c. Publication Banner or Masthead. The printed banner or
mast head of governnent publications shall include only:

e the nane of the publishing departnent or agency;
® |ts issuing bureau, branch, or office; and
e the nane of the bureau head, branch, or office.

Only the nanmes of the editors can be added, unless otherw se
aut hori zed by PI RM

21. PUBLI CATI ON COVERS

a. Self-covers are covers of the sane paper stock as the inner
pages of the docunent. They shall be standard for all printed
docunents not subject to hard usage.

b. Separate covers are covers of a different paper stock than
the i nner pages of the docunment and may be used when a docunent
is intended to be permanent or have frequent or prol onged use.
Paper stock for text and covers wll be selected fromthose
approved by the JCP and listed in the Governnent Paper
Speci fication Standards.

22. DEPARTMENT OF JUSTI CE AND BUREAU OF PRI SONS NAMES AND SEALS

a. The logo and seals of the U S. Departnent of Justice,
Federal Bureau of Prisons, Federal Prison Industries, Inc. -
(UNICOR), and NI C shall appear on all publications, as
appropriate, and as outlined in DQJ G aphics Standards.

Normally, only the Bureau seal is used for official
identification purposes. Wen a seal is enployed for purposes
related solely to UNICOR or NI C operations, however, the separate
UNI COR or NIC seal may be used alone or in conjunction with the
Bur eau seal

b. The various seals authorized to identify activities of the
Bureau, UNICOR, and NIC are official identifications and shall be
used for official purposes only. The seals may not be used in
any manner which would tend to denmean the Bureau' s m ssion or
staff.

Wardens and/ or Regional Directors may grant use of the seals



for other than direct official identification purpose (e.g.,
enpl oyee cl ubs, awards, and busi ness cards purchased at enpl oyees
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expense). However, Regional Directors and Wardens may not
aut hori ze the use of the seals and | ogos for commercial purposes.
Clarifications as to propriety of use will be directed to Pl RV

c. Al publications UNICOR prints for the Bureau shall include
a reference to the plant producing the docunent, in small print
on the back cover

23. USE OF ILLUSTRATIONS. Illustrations may be used in Bureau
printed matter only when they are functional and:

® Relate entirely to the transaction of public business and
are in the public interest.

® Relate directly to the subject natter, i.e., necessary to
explain the text.
e ||lustrate enployees actually engaged in a act or service

related to their official duties.

e Do not aggrandi ze any i ndividual .

® Are in good taste.

® Are restricted to the m ninmum size necessary to
acconplish their purpose.

® Are not extraneous nor used only to frivolously draw
attention or fill space.

24. LETTERHEAD, STATI ONERY, ENVELOPES, MEMO AND ROUTI NG PADS

a. Al letterhead stationery and envel opes shall be ordered
only fromUNICOR An activity's correct current address or
| ocation should be provided (particularly for an initial order
for a newy opened institution). However, the design shall be
consistent with DQJ G aphics Standards.

b. Personalized stationery shall be obtained from appropriated
funds only for the "Ofice of the Director.”™ Any other use of
official stationery with personalized nanes, titles, places or
lines is not authorized.

c. Appropriated funds shall not be used to print personal
names or titles of individuals on nmeno pads, personalized routing
slips, business cards, etc. These itens, if used, nust be
purchased at the user's expense.

d. If a specialized printer (e.g., laser) is used to produce a
docunent in its entirety, the printer may al so be used to produce
t he docunent's masthead portion. Wen done in this manner,
mast head type size and style shall be according to DQJ G aphics
St andar ds.

25. RECYCLI NG SYMBAO.. The Bureau supports the use of recycled




paper whenever feasible. Wen recycled paper is used to produce
Bureau publications, the recycling synbol shall be placed
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unobtrusively on the publication, ordinarily on the back cover or
| ast page. See Attachment K for the approximate size and a
sanpl e of the synbol

26. DOCUMENTS AND PUBLI CATI ONS CONTRACTS AND SERVI CES. UNI COR
G aphics Support is the primary producer of printed materials for
the Bureau. External contractors shall not be used to produce
substantial printing except as a part of a larger contract which
requires printing to conplete the terns of the contract.

a. Witing, editing, preparation of manuscript copy,
preparation of related illustrative material, or required
printing can be acconplished as a part of a larger contract. The
Bur eau, however, will obtain the proprietary rights and the
materials fromthe vendor. |In addition, the Bureau wll have the
right to freely reproduce, print, and distribute the final
pr oduct .

b. Wen a contractor prepares manuscripts, art boards, or
ot her reproduci bles, these materials wll be prepared using
t echnol ogy conpatible with UNICOR s actual printing capabilities,
if the printing is to be acconplished by UN COR To assure this
is acconplished, contract nonitors shall ensure that PIRM and
UNI COR G- aphics Support are invited to the initial, and other
nmeetings, as necessary, to brief the contractors on technol ogi cal
concerns, the JCP Printing Rules, and DQJ G aphic Standards.

c. In addition to delivery of final manuscripts or art work,
contracts shall require that the vendor provide text files in
WordPerfect format to make future changes easier and permt
i ncorporation of manuscripts onto BOPDOCS.

27.  UNLAWFUL REPRODUCTI ON. Reproduction of the foll ow ng
material is generally unlawful under federal or state statues:

e Adjusted conpensation certificates for veterans;

e Autonpbile licenses, drivers |licenses, and autonopbil e
titles in certain states;

® Certificates of citizenship or naturalization;
® Certificates of war necessity;

® |nmmgration papers;

® Licenses issued to marine officers;

e bligations of any foreign governnent, bank, or



corporation;
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® (bligations or securities of the United States Governnent
i ncludi ng: Bonds, Certificates of Indebtedness, National
Bank Currency, Coupons, United States Notes, Treasury
Notes, CGold Certificates, Silver Certificates, Fractional
Notes, Certificates of Deposit, bills, checks, or drafts
for noney, drawn by or upon authorized officers of the
United States, Passports, and Sel ective Service System
regi stration certificates;

e Oficial badges, identification cards, and other insignia
of the design prescribed by the head of any departnent or
agency of the U S. Governnent; and

® Copyrighted material w thout the copyright owner's
consent .

28. OBTAI NI NG PRI NTI NG COPYI NG AND RELATED EQUI PMENT

a. Al activities nust obtain advance approval fromDQJ to
acquire printing, copying, or duplicating equipnent. Equipnment
acquired for trial or denonstration purposes, for 60 days or
| ess, requires the local Controller's approval.

(1) The UNI COR Graphics Support shall obtain equi pnent used
inits printing production plants by consulting directly with the
Department of Justice or GPO, as appropriate.

(2) The Central Ofice, regional offices, institutions,
Staff Training Centers, and community corrections offices shal
forward requests using the Request for Printing, Copying or
Dupl i cati ng Equi pment (DQJ Form 450) (Attachnent L) for printing
and copyi ng equi pnent to UNI COR, G aphics Support, in the Central
Ofice.

UNI COR shal |l process and forward these requests to DQJ for
final determnation and then return the results to the requestor.
PIRM shall consult with staff, process the requests to UNNCOR, to
obtain approval for Central O fice equipment.

b. The requesting |location shall prepare a DOJ Form 450 and
forward it to UNI COR G aphics Support for processing including:

(1) Nane, nodel nunber, etc., of the equi pnent desired,;

(2) Nane, nodel nunber, serial nunber, |ocation, date
acquired, etc., of equipnent to be repl aced;

(3) Reason for new or replacenent equi pnent (for exanple,
nor e econom cal operation, cheaper supplies, etc.);



(4) Mnthly volune, (as accurate as possible), for existing
and proposed new equi pnent ;
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(5 Any other justification which is pertinent to an
under st andi ng of the need for the new equi pnent;

(6) Method of acquisition (purchased, rented, updated,
obt ai ned from surplus, etc.);

(7) Organization or activities serviced by requested
equi pnent conpared to existing equi pnent;

(8) Availability of responsive service and mai nt enance;

(9) Manpower savings, if any; and

(10) Inpact if authorization is not furnished.
29. DESKTOP PUBLI SHI NG AND DOCUVENT AUTOVATION. Al staff are
encouraged to use el ectronic docunents to suppl ant paper
docunents. It is nore econom cal to publish docunents

el ectronically. Electronic docunents, made avail abl e on BOPDOCS
can result in:

 Jlower initial distribution costs,
* reduced printing quantities, and
 elimnation of storage requirenents.

Because el ectronic publication and distribution is considerably
cheaper than paper systens, any requirenent of this Program
Statenent relating to paper docunents, which electronic docunents
obt ai ned from BOPDOCS can suppl ant, shall be PIRMs

responsi bility.

a. Illustrations, graphics, and variable bold fonts
generally shall not be used to prepare everyday admnistrative
docunents such as letters, nenoranda, Program Statenents, and
Oper ations Menoranda. Although, these docunents generally should
be prepared using Courier 10 CPI type, individual docunments used
for presentations, such as briefing or position papers for the
Director, Assistant Directors, or Wardens, m ght be nore
appropriately prepared with bold, |arge type headi ngs and doubl e
col umms usi ng desktop publishing software and techni ques.

b. The Bureau desires to contain costs and make a consi st ent
presentation in its internal and external publications. Thus,
all printed materials, including those prepared electronically,
shall conformto the JCP Printing Rules and DQJ G aphics
St andar ds.

Typogr aphy, |ayout, and design requirenents of DQJ G aphics
Standards and this Program Statenent's requirenents shall be



appl i ed when publications are being prepared. |If there are
gquestions as to the desirable standards, staff shall consult with
Pl RM
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c. Electronic docunents prepared for transm ssion or use on
SENTRY cannot be prepared in variable type, etc., and are not
covered by this requirenent. However, when preparing el ectronic
docunents for publication which include SENTRY material, the
SENTRY material should be prepared using WrdPerfect software.

d. Every effort wll be nade to reduce Central O fice paper
distribution by ensuring that el ectronic copies of docunents in
Wor dPerfect are included on BOPDOCS. Electronic publication
guidelines apply to directives as well as to all other docunents
(see Attachnment M. All staff are encouraged to use only the
el ectroni c copy of docunents on BOPDOCS and are al so encouraged
to refrain, when possible, fromprinting copies, and thus, save
suppl i es and ot her resources.

\ s\
Kat hl een M Hawk
Di rector
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SPECI AL PUBLI CATI ON REQUI REMENTS

The followng relate to specific instances of docunent
publicati on which should be incorporated into and authorized by
this Program Statenment. This material is included as an
attachnment which will be periodically updated with change

noti ces.

Publ i cati ons devel oped, funded, and printed jointly by the BOP
and other international, state, or |ocal governnents or private
agenci es are exenpt from DQJ G aphics Standards. However, these
publications nmust conformto the general JCP Printing Rules, and
may bear both the BOP and the "other" agency's seal and | ogo.

No BOP publication or other printed matter, prepared or produced
usi ng appropriated or non-appropriated funds, shall contain any
advertisement for a private individual or firm |In addition, no
BOP publication shall inply in any manner that the governnent
endorses or favors any specific comercial product, comodity, or
servi ce.

Central Ofice, Ofice of Facilities Operation (OFO).
Construction diary. OFO obtains and uses a construction diary
whi ch serves as a | egal docunent to record the construction

hi story of BOP facilities. OFOw Il maintain the sequenti al
nunberi ng systemused to account for the construction diaries and
furnish the ODC with the correct bl ock of nunbers when ordering

t hese books. The diaries will be ordered and maintained in
increnments to equate to a one year supply.

Central Ofice Personnel Ofice (COPO . Incentive awards. COPO
W ll procure all printed materials required to support the
central office incentive awards program Oders for incentive
awards materials, including Certificates of Achievenent,

Recogni tion, and Appreciation nmay be placed directly with the

UNI COR G aphi cs Support.

Central Ofice, Bureau of Prisons Archives (BOPA). The Historian
mai ntai ns a coll ection of photographs received fromcentral
office, field activities, and other sources. These photographs
are mai ntained for historical purposes; however, they are often
used in BOP publications and for other official purposes. BOPA
may obtai n photographic services directly froma vendor, through
t he COBO, under an established Bl anket Purchase Order or after
obt ai ni ng a non- Bl anket Purchase Order fromthe Central Ofice
Busi ness O fice.

Central Ofice, Human Resource Managenent Division (HRD). The
Security and Background I nvestigation Section, 4211 Cedar




Springs Road, Suite 200, Dallas, TX 75219, 214-767-9952,
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mai nt ai ns the sequential nunbering systemused to control access
to the BOP Credential and Identification Cards and furnishes the
correct block of nunbers to ODC when an order is placed. This
office controls and issues quantities of these materials to the
| ocal human resources offices.

Central Ofice, Ofice of Finance (OF). Mintains the sequenti al
nunberi ng systemused for accountability of "Guest"” and "Cash
Meal Tickets" and furnishes ODC with the correct bl ock of nunbers
when ordering these tickets.




PS 1520. 09
May 21, 1997
Attachnment C, Page 1
U.S. Department of Justice Copying Duplicating Inventory
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U.S. Departnent of Justice Dupl i cati ng Production
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Estimated annual cost broken down by:

A. Salaries, materials, and other expenses associated with preparing the B. Graphics, layout, and composition. $
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mation concerning quantity, purpose, target audience, and cost is critical. 0O Approved-essential to DOJ official business
O Disapproved

If space does not allow for a thorough explanation, please include addi- O Additional justification required prior to approval.
tional information on a continuation sheet(s). (Committee comments may be provided).
PUBLICATION REVIEW COMMITTEE COMMENTS 1)1)))1)))1)))))))))3)))0)))0)))00)0)NNNNN))

Signature, Chairman Date
1)1)))1)))1)))1)))1)))1)))1)))1)))1))1)NNNNNNIINIIINIIIINIIINIIINIIIIN) 5. OK to Print

Camera copy signed by Publications Liaison. In essence
1)1)))1)))1)))1)))1)))1)))1)))1))1))1))NNNNNIIINIIINIIIIIIINIIINIIIN) states that all specifications have been checked to

assure quality and efficiency of production.
1)1)))1)))1)))1)))1)))1)))1)))1)))1))1)NNNNINIINIIINIIINIIINIIINIIIN)

)1)))1)))1)))))))))))))))))NNNNNNNN))
1)1)))1)))1)))1)))1)))1)))1)))1)))1))1))NNNNNIINNIIINIIINIIINIIINIIIIN) Signature, Publications Management Unit Date

Justice Management Division
1)1)))1)))1)))1)))1)))1)))1)))1)))1))1)NNNNINIINIIINIIINIIINIIINIIIN)

6. Production/Distribution Review

1)1)))1)))1)))1)))1)))1)))1)))1))1))1)NNNNNNNIINIIINIIIINIIINIIINIIIN) This publication has been prepared, produced and dist-

ributed in a manner that satisfactorily meets the ob-



)1)1)3)1)3)1)3)1)3)1)33)1)13)1)1))1NINNNNINNNIINIINIINIIINIIMII NI D jective of its original intent.

1)1)))1)))1)))1)))1)))1)))1)))1)))1))1)NNNNINIINIIINIIINIIINIIINIIIN) 1)1)))1)))1)))))))))))))))0)))NNNNNNN))

Signature, Publications Management Unit Date
1)1)))1)))1)))1)))1)))1))1))NNNNNNIIINIIIIIIIIIIIIIIIIIIIIIIIIINIIID) Justice Management Division
1)))))1))))1)))1)))1NNNNNNNNNININII0IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.D) FORM DOJ-529

January 1988



PS 1520. 09
May 21, 1997
Attachnent G Page 2
SAVPLE

Part 1-1N TI AL REQUEST

1)1)))1)))1)))1)))1)))1)))1)))1))1))1)NNNNNNIINNIIINIIINIIIIIIIIIIIIIIIIIIIIIIIIIIIGIIIIIIIIIIIIIIIIIIIIIIIIINIIINIIIND )
Title of Publication * Name and Tile of Requesting Official
U.S. DEPARTMENT OF JUSTICE LEGAL ACTIVITIES * Linda A. Cinciotta
* Director, Office of Attorney
*  Personnel Management

*
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Issuing Component * Frequency of Issue (Monthly, Quarterly, Annually) * Appropriation(s) to be charged
* *

Office of Attorney * Annually * 7XX9010

Personnel Management * *

/))))))))))))))))))))))))))))0)))))))))))))))))))))))1

* Number of flnlshed Pages * Quantlty

*

* 60 * 34,000 *

* * *

1)1)1)))1)3)1)23)3))3)1)))1))2)3))1)1)3)1)))1))I)N)NINNI2)1)INNIINNIIIIIIIIZ)IIIIIIIIIIIIIIIIIIIIIIIIIIIIINIIIIDD D

General Content

This brochure contains specific information regarding attorney and law student recruitment programs, as well as detailed information
about each organization within the Department, with an emphasis on the work of the attorneys employed by each of the organizations.
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Number of copies per issue for limited free distribution to:

A. Agency personnel 4,500

B. Contractors directly involved in the program N/A

C. External audiences: Specify quantity per audience:  Congress

Other Government agencies Non Government 29,500
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Number of copies per issue for sale to:

A. Agency personnel N/A

B. Contractors directly involved in the program N/A

C. External audiences: Specify quantity per audience:  Congress N/A
Other Government agencies N/A Non Government

)1)1)3)133)1)23)3)23)3))))1)3)1))3)1)3)1))))1))1)1))I)NIINNIINNIIINIIIIIIIIIIIIIIIIID DD DI DD D I I I )

Estimated annual cost broken down by:

A. Salaries, materials, and other expenses associated with preparing the B. Graphics, layout, and composition. $__ 2,650
manuscript. Include costs for editing and for research and writing done

by Federal staff or contract personnel to develop the material for publica-

tion. The term "research" applies to editorial investigation and notto C. Printing, duplication, and binding. $ 34,000

scientific and technical inquiry.

D. Distribution, storage, postage costs. $ 20,000 _



$ 10,100

Total Costs $ 66,750

Mailing Class

O 1st class O 2nd class X 3rd class
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Part 1-1N TI AL REQUEST (Conti nued)
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Justification (attach additional sheets if necessary)

A. Comprehensive statement of the necessity of the publication, including any specific statutory authorization. In the absence of specific
authorization, describe why the publication is necessary in transacting the public business which the agency is required by law to
undertake. (Attach copies of specific statutory authorization if available).

The Legal Activities brochure serves as the Department's primary attorney recruitment publication for component
organizations. As part of the Attorney General's Honor Program, authorized by 28 CFR 8§0.15(b)(2), this publication is the basic
medium through which the Department recruits graduating law students, judicial law clerks, and experienced attorneys. In order
to compete with recruiting activities by other Government agencies and private sector law firms, it is essential that the
Department provide an informative, attractive publication, with considerable visual appeal, to aid in the recruiting effort.

21)1)1)3)1)23)1)3)1)2))1))))1)3)1))3)1)3)1)))1))))))INNININNIIIIIIIIIIIIIIIIIIIII DD DDIIDIIIIIIIIIIIIIIIIIIIIID )

B. Indicate specific distribution audience(s) and the number of copies proposed for free distribution; explain why distribution should be free
instead of "by sale."

The brochures are distributed free of charge, in the following manner: 4,500 copies to agency personnel; 29,500 copies to law
school placement offices, all federal judges, each state supreme court justice, the administrative office of each state court
judicial system, practicing attorneys who are interested in working for the Department, and all identifiable minority and other
law student organizations. Free distribution is essential to ensure competitiveness and the continued success of this program.

)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))

How was this "publication alternative" determined to be the most effective means of communication?

This publication is the only feasible medium through which up-to-date information concerning the Department's legal
employment programs, and specific information about the legal functions of every component organization can be disseminated
to those attorneys and law students contemplating employment with the Department.

)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))

Indicate if "electronic transmission" of the material has been considered and why it cannot be used in lieu of traditional printing.

Electronic transmission is inappropriate for recruitment material because it would not be readily accessible to many highly
qualified candidates. In addition, the electronic medium does not provide the usual visual appeal required in order to be
competitive with sophisticated material distributed by a number of prestigious law firms.

)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))

How were previous editions of this publication (or prior publications of this type) evaluated to ensure that objectives were met? Include a
brief synopsis of the evaluation results.

Although this publication has been utilized successfully for many years, a formal evaluation of previous issuances has not been
made. However, attorney recruitment has been consistent and numerous applicants have indicated that the brochure was an
important influence in their decision to seek employment with the Department.

21)1)1)3)1)3)1)23)3)23)3))))1)3)1)))1)3)1)))1)1)1))I))INNIINIIIINNIIIIIIIIIIIIIII DI DIDIDIIIDIIIIIIIIIINIDD D

F. What sources were researched to assure that the information presented in the publication is not available elsewhere in a form that would
satisfy agency requirements? Include both government and private sector sources.

The Tax and Civil Divisions each publish an informational type of brochure, emphasizing the legal work done by their



organizations only. The Legal Activities brochure furnishes a specific and detailed overview of each organization in the
Department. It also provides representative examples of recent litigation and detailed employment eligibility and application
information, which may be a deciding factor in a prospective recruit's decision to join the Department.
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Printing Requisition No. * Estimate of How Long Information * Status

(if known) * Will Remain Current * ONew X Revised

(Unknown this early * 1 Year *

in project) * *
1)1)))1)))1)))1)))1)))1)))1))1))NNNNNINNNIZ)1)IINIINIIINIIIIIIIIIIIIIIII DD DD DD G)IIIIINIIININIIINIIIIIIIINIIINIINIIND)
Does this Supersede Another Publication? O Yes X No * |s this Publication part of an

* QOrganizational Plan/Program?
* XYes O No
*

*

1)1)1)3)1)3)1123)1)23)1))))1)))1)))1))0))))1)))3)1)))1))))))INNIINNIINIIIIEIINIIIIIIIIIIII DI D DI DI DI D

Subject Matter Category * How Was The Audience Determined? * Format

O Statistical X Recruiting * 0O Readership/Topic Survey * X Brochure O Research Report

O Intergovernmental O Technical/Research* O Existing Mail List (List No. )* O Booklet O Newsletter

O Public Information O Training * X Estimated by Originating Office  * O Manual O Magazine

O Other (specify) * 0O Other (specify) * 0 Annual Report O Statistical Report
1)1)))1)))1)))1)))1)))1)))1)))1))1))NNNNNNI3)IIINIIIINIIIIIIIIIIIIIIIIIIIIIIIIIIIIIDIDIGZIIIIIIIIIIIIIIIIIIIIIINIIIINIIINIIIND)
Do Other Organizations Publish on * Will Publications be Offered * Distribution
This or a Similar Subject? * 0 On GPO Rider * 0O Central Office O Government Wide

OYes XNo ONotSure * 0 Sold by Supt.Docs. * 0O Regional Office X General Public
Will User Survey Cards be Part of Pub.?  * 0 Other (specify) NO * 0O Field Offices O Other (specify)

OYes XNo * * X DOJ-wide
1)1)))1)))1)))1)))1)))1)))1))1))N1NNNNINNNIG3)IINIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIDDIGIIIIIIIIIIIIIIIIIIIIIIIIINIINIIND)
Are Sources Available to Review * Indicate Graphic Assistance *  Finished Size (8%2x11". 6x9". etc.)

a. Manuscript for Technical Accuracy? * Requirements * 8vax11"

XYes ONo * X Layout Design  © Charts/Graphs  /))))))))))))))))))))))))))))))))))))))
b. Editorial Content and Style? * O Photos O None * Requested Delivery Date

XYes ©ONo * 0O lllustrations O Other (specify) * 8/24/87
1)1)))1)))1)))1)))1)))1)))1)))1))1))1NNNNI3)IINNNIIINIIIIIINIIIIIIIIIIIIIIIIIIIIIDIIGIIIIIIINIIIIIIIIIIIIIIINIIIINIIINIIIND)
Text Will Be * Type of Paper and Weight for: * Number of Ink Colors Requested:

X Typeset 0O Typewritten * Cover: Wh,Litho Coated,80# * Cover: 4 (color process & varnish)

*  Text: Wh,Matte Coated,70# *Text: 1
1)1)))1))1)))1)))1)))1))1))1))1NNNNNNNNIG3)IIINIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIDIDIGIIIIIIIIIIIIIIIIIINIIINIIINIINIIND)
Type of Binding * Disposition of Existing Stock * Location of Stock

O Staple Upper Left O Other (specify) * 0 Use All Until Depleted * X DOJ Warehouse

X Saddle Stitch * 0 Dispose When New Edition * 0 NCJRS Distribution Center

O Perfect Binding *  Arrives * 0 Originating Office

* 0 Use All After * 0 Other (specify)

*  Edition *

* 0 Dispose of Immediately *

* X Other (specify) Retain *
))))))))))))))))))))))))))))))))))))))))))))2)))))))))))))))))))))))))))))))))))))))))2))))))))))))))))))))))))))))))))))))))

If multi-colored printing is requested, indicate necessity.

Four color printing on the front cover is required to make the Department's primary recruiting publication competitive with
recruiting material distributed by other Government agencies and private law firms.

)1)1)3)1)3)1)23)3))3)1)33)1)))1)3)1))3)131)1))1))))INNININNIINIIIIIIIIIINIIIIIIIIII DD DD DD I D I DI )
B.

Explain why the same effect cannot be accomplished using screens or colored paper stock instead of multi-colored inks.

Shading of a single ink color, such as black, or use of a colored paper stock, would only result in a drab monotone publication
which would have little visual appeal in a highly competitive recruiting market.

)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))

If coated paper stock is requested, indicate necessity.



Coated paper stock is required to enhance the process color on the cover and to provide clarity and distinction on the
numerous photographs used throughout the text.
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PART 3-FI NAL PROPOSAL
1)1)1)3)1)3)1)3))23)3))))1))3)1)3)1)3)1)))1))I)1))INNNNINNIIIIIIIIIIIIIIIIIIIIIIDIDDIIDIDIIIDIIIIIDIIIIIIIIIINIDD D

Have the elements to the right been fairly Yes No

and accurately presented with sufficient Cost Analysis..........ccceeenee X O

documentation? Technical Specifications.......... X O
Distribution Plan................. X m]

1)1)1)3)1)3)1)23)3)23)3)2))1)23)1))3)1)3)1))1)1)1)1))I)N)INNININNIIINIIIIIIIIIIIIIIIID DD DI DD D I DI )
PART 4-DQJ PUBLI CATI ONS REVI EW COW TTEE

Yes No
1. Publication of this item reflects an agency need?............ccccceeviviennnen. O O
2. Is the publication within the legal, regulatory and customary scope of
DOJ's authority and consistent with administration policy?............cccccccuu.e. O O
Is the distribution audience appropriate?............ccceecveeeeiiiiereeniinenn. O O
Is the message appropriate for the audience?............cccoeeeeiiiiiieeeineen. O O
Do the production and distribution specifications represent an appropriate
level of professionalism at an effective coSt?.........ccocooviiiiiiiiiinnnne O O

ol w

)1)1)3)133)1)23)3)23)3)23)1))3)1)3)1)3)1))3)1)1)1)))1)INNININNIINIIIIIIIIIIIIIIIIIIII DD DD DD I I DI )
PART 5-OK TO PRI NT

Has the camera copy been thoroughly proofread to insure that it is Yes No
CITOF TRt m] m]

1)1)1)3)133)1)23)1)23)3))))1)3)1)1)1)3)1)1)1))1)1))INNNNINNIINNIIIIIIIIIIIIIIIIIII DI IDIIIDIIIIIDIIIIIIIIIIIDD D
PART 6- PRODUCTI OV DI STRI BUTI ON REVI EW

Yes No
1. Has the finished product been produced according to the job specifications?......... O O
2. Was the distribution made in conjunction with the requested pattern?................ O O
3. Was the production information supplied effective in providing the following
information to management, program and technical specialists?
a. Notification and approval of all departures from the approved product, e.g. cost

overruns, delivery date changes, etC..........ccoccveeeiiiiiiiie i, O O
b. Coordination between program, technical and printing specialists in preparing
necessary dOCUMENTS. ........oiiuiiiiieeiiee et e e o o

c. Technical approval of procurement documents and camera Copy.........ccceeeuveee.. O O



d. Periodic review of contractor performance (e.g., schedule, press inspection)..... O O
e. Compliance with GPO regulations, 44 USC, Government Printing and Binding Regulations
and DOJ Order 2510.9......ccoiiiiiiiiiiieee e m] m]

1)1)1)3)1)3)1)23))23)3))3)1)23)1)3)1)3)1)))1))1)1))INNNNINNIINIIIINIIIIIIIIIIIIIIIDDIIIDIDIIIDIIIIIDIIIIIIIIIINIDD D
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U S. Departnent of Justice Stock Printed Item Requisition

EREEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEREEZEEE
1. Requested by (Name, Organization, room number) * 2. Requisition Number
*

*

)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))3)))))))))))))))))))))))))))))))))))))))))))
*5. Action Symbols for Column 8
Warehouse Services Unit Facilities & Administrative Service Staff * BO-Back Ordered.
Property Management Services Justice Management Division * Cl-Cannot Identify. Reorder and submit
)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))1 sample.

4. Deliver To

DINNN) NMN).  * NS-Not Stocked.

*  QR-Quantity Reduced, Remainder back-
*  ordered.

*

* RE-Request Canceled

* * *

) MNN)-  * XX-Other Action. See below.
1)1)))1)))1)))1)))1)))1)))1)))1))1))N1NNNNNNINIINNIIINIIINIIIIIIIIIIIIIIIIIIIDIDZIIIIIIIIIIIIIIIIIIIIIIIIIIINIIINIINIIND)
6. Signature of Authorized Approving Officer * 7. Date of Requisition

*

*

)))))))))))))))))))))))))0))))))))))))))))))))))))))))))))))))))))))))0))))))))))3)))))))))))0)))))))))))))0)))))))))))))))))

8. Form, Directive  * * Unit of * Warehouse *
or Pub. No. (if any) * Title * Quantity * Issue * Location *  Action
(@) * (b) * ) do* (e * ()

1)1)1)3)1)3)1)3)1))3)))))1)3)1))3)1))3)1)I)1)NINNNNINNIIIIIIGEIIIIIIIZIIIIIIIIZIIIIIIIIIIIZIINIIIIIIINIIINIIM D

EIE T I I SR T N S N B T N N N S I R S S T B N R
EOE T I R I SR T N N N R N N N N S I R S S T R N R
E N T I N S S T T I S R N S I D S I I S B N S R N S B
EIE T I I SR T N N N R T N N N S I R S S T R T
EIE T N I SR T N I N B T N N N S I R S S T R T

* * * * *

INMNINIMINNINNNZINNNINNINNNIININNINININIINININIZINNNNINNNINININNNINNZINNNINIIN)
War ehouse Services Unit Use Only

1)1)))1)))1)))1)))1)))1)))1))1))9)))1)))INNNNIINNIINIII0)IIIIIIIIIIIIIIIIIIIIDIGIIIIIIIIIIIIIIIIIIIIIIIIDIINIIIIIINIIIND)
9. Posted (Initial and Date) * 10. Date Shipped  * 11. B/L Number * 12. Carrier * 13. Weight

* * * *

* * * *

2)1)1)3)111)0))1)1)1)1)))2)2)0)))1)1)1)1)1)0)))1)2))))1)1))))1)I)1)INI2)))))INNNNINNINIIIINIIIII2ININIIIIINIIINIIM D



14. No Packages * 15. Stock * 16. Packed by * 17. Shipped Via
*  Assembled by * *
* * * O Mail O Parcel Post O Motor Freight O Rail Express
* * * 0 Mesgr. Sve. O Air Mail O Air Freight O Rail Freight O Pick Up
1)1)))1)))1)))2)2)))))1)))1)))1)))12)1)))1))1)NN12))1))1)NINNINNIIINIIINIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIINIINIINIIND)
FORM DOJ-182
DEC.87
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U S. Departnent of Justice Request for Audio and Visual Services

Justi ce Managenent Divi sion

BEEEEEEEEELELELELELELELELELELELELELELELELELELELELELELELELEEELELELELELELELELELELELELELELEEE
*ORIGINATOR (Name, Division, Building, Room, Phone) * *
* NN

* * Date of Request *
*

* *

7))1)))1)))1)))1)))1)0)2)))1)))1)))1)))1)))1)))9))1)))NNNINNNIIIINIIIIIIIIIIIIIIIIIIIDD)) ) $6888888888888EEEEELEEESEEEIEEEES
*Appropriation No. * Document Control Number * Signature of Approving Official $ O Overtime Approved  $

* * * $ $
*88888888888888888888888888888888888888888888888888888888E8888E8888E8888E8888E8888E888E8REE$88EE888E888E888E888E8888E8S
*A* Date Received * Control No. * $ * $

*U* * * O Video Recording $ * $
“DINMMNNIMNMMMMMMNL $ - $

*I* Date/Time Required * 0O Video Duplication $ * $

*O* * $ * $
*/))))))))))))))))))))))))))))))))))))))))))))1 0 Audio Recording $ * $

*V* Location $ * $

*|* * O Audio Duplication $ * $
“S/MMMMMMMMINIMNMNINL $ * $

*U* Contact Person, Phone No. * O Post Production $ * $

*A* * $ * $
*L/))))))))))))))))))))))))))))))))))))))))))))1 o Other $ * $

* * Additional Information $ * $

*S* * $ * $

*V* * $ * $
*C/)1)))1)))1)))1)))1)0)1)))1)))1))1)))1))1))3)))1))1))INNNINIIINIIINIIINIIIIIIIIIIIIIDIEIINIIIIIIIIIIIDIIINIIIIIIINIG
*S* Inhouse Cost  * Contract Cost * Assigned to $ Estimated  * Final $

* % * * $ * $
*88888888888888888886888888888888888888888888888888888888888888888888888888888888888888888888588E888EEEEEEELEEZELEELEEZELEEEZES
*G* Date Received * Control No. * $ * $

*R* * * O Design Consultation $ * $
*A))))))INNNNINNZ2IIINININIININIINI ML - O Publication/Cover $ * $

*P* Date/Time Required * O Court Exhibit $ * $

*H* * O Presentation +)0 Vugraph $ * $
*173))2))2)2)000000)00NNNNNNNN)))L B Transparencies )))3)0 35 mm $ * $

*C* Location * 0O Stationary .)O Super $ * $

* x * O Forms $ * $
*S/))))))INININIINININININIINNINIIL - O Certificates  )))0)o Framed $ * $

*E* Contact Person, Phone No. * 0O Engraving )0 Unframed  $ * $

*R* * O Other $ * $
*V/))))))))))))))))))))))))))))))))))))))))))))1 $ * $

*I* Additional Information $ * $

*C* * $ * $

*E* * $ * $
*$/)))1)))1)))1)))1)))0)))1)))1)))1)))1)))1)))13))1)))1))NNNNNNIINNIIIIIIIIIIIIIIIIIIIIIIIIISIIIIIIIIIIIIIIGIIIIIIIIIIIIN DG
** Inhouse Cost  * Contract Cost * Assigned to $ Estimated  * Final $

* % * * $ * $
*8888888888888888888888888888888888888888888888888888888888888888888888888888888888888888888588E888&EEEEELELEEEELEEEEELELEELZES
*P* Date Received * Control No. * $ * $

*H* * * O Color $ * $
*0/)))))))))NMNNNINININMINIMNINIIL - Print Size $ * $

*T* Date/Time Required * Quantity $ * $

*O* * O Black/White $ * $
*G/))))NNNINININNININININININNIIL - Print Size $ * $

*R* Location * Quantity $ * $

*A* * O Transparency $ * $
*PNMININININIINININININL - Type $ * $

*H* Contact Person, Phone No. * Quantity $ * $

*I* * O Other $ * $
*C/))))))))))))))))))))))))))))))))))))))))))))1 $ * $

* * Additional Information $ * $

*S* * $ * $

*V* * $ * $
*C/)1)))1)))1)))1)))1)0)1)))1)))1))1)))1))1))3)))1)))1))1NNINIIINIIINIIINIIINIIIIIIIIIIDISIINIIIIIIIIIIIDIIINIIIIIIINIIS
*S* Inhouse Cost  * Contract Cost * Assigned to $ Estimated  * Final $

* % * * $ * $
88888888888888888888688888888888888888888888888888888888888888888888888888888888888888888888858888888E8EEEELEEZELEEEEELELEEEZES
The individual signing below is a member or representative of the originating organization. $ TOTAL $



It is understood that loss or damage to items above, after receipt, in no way obligates the $ $
producer or it's contractors to repair or replace said items except as a separate reimburs- $(((((CCCCCCCCCCCCCCCCCCCCes
able request or as an additional cost item to this request.

Received by Date

FORM DOJ-430
AUDIO VISUAL/GRAPHICS/PHOTOGRAPHY Replaces Form DOJ-263 SEPT.84
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ADDI TI ONAL REMARKS
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U.S. Department of Justice
Federal Bureau of Prisons

U.S. Department of Justice

UNICOR

Federal Prison Industries, Inc.

U.S. Department of Justice
National Institute of Corrections
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UNI VERSAL RECYCLI NG SYMBOL

Use the recycled synbol to identify:

* Packages and ot her products made entirely or predom nately from
recycl ed paper fibers.

* Newspaper or other publications printed on recycl ed paper.

* The concept of recycling in publications, advertisenents, or

pronotional material.
* Organi zati ons engaged i n paper recycling.
**  BOP activities should reduce the synbol and type below to 5/16

inch and print at the bottomleft side on page one of each publication
or docunment produced using recycl ed paper.

Printed on Recycled Paper

@I Printed on Recycled Paper
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U. S. Departnent of Justice

Request for Printing, Copying, or Duplicating Equi pnment

8888888&8888888888E8E88E8E8EEEEEEESEEEEEEEEEEEEEEEEEEEEEE&EEE&EEEEEEEEEEEEEEEEE88888888888888E8&8&E&&E&S

To:

* From Originating Ofice/ DQJ Conponent
* (include city/state if Field Ofice)
Publ i cations and Audi ovi sual Services *
Facilities and Adm nistrative Services Staff =*
Justi ce Managenent Divi sion *
10t h and Pennsyl vania Ave., N. W *
Room B- 244 * Si gnature (requestor)
Washi ngton, D.C. 20530 *
* Thru: Region/ Headquarters

* Si gnature

23333333333333333331333333333133333313131331333131313233313313131333133131313333331313131133331313111333))))

10.

11.

Requi renment (s) for acquisition of the copying/duplicating equi prent described bel ow
have been Approved __ Disapproved ___ (Note: Final deternination of the vendor
selected is at the discretion of the Contracting O ficer).

Si gnature Dat e
Director, Facilities and
Admi ni strative Services Staff
Justice Managenent Divi sion
Pr oposed Equi prent

Make and Nbdel

Anti ci pated Monthly Vol une:

Rent al ; _ Long Term Lease to Purchas, (LTOP-No. of Mont hs ___).; _____ Purchase

Proposed Acqui sition Method: (check one) Annual Rental; Contract Period(CP)

Mont hly Costs (round to nearest dollar): (If purchase, use costs for itenms a and c)

Base Machi ne:

Excess Copi es:

Accessori es:

Esti mat ed Supply:

Mai nt enance (purchase/LTOP only):

Pooop
0B P BB

—h

Tot al : $

Speci al Applications Required: (Duplex, Reduction, Enlargement, Stapling, etc.)

Conpl ete Installation Address of Requested Equi prent:

Any Less Costly Equi pnent Consi dered and Reasons for Rejection:

Di stance to Vendor's Nearest Service Location: (Ml es)

El ectrical Requirenents: (110V, 220V)

Savings in Dollars and Manhours with Proposed Equi pnent:

Addi tional Justification: (attach continuation sheet if necessary)




Reverse of Form (Present Equi pment) Mist be Conpl eted FORM DQJ- 450
(Previous Editions Cbsol ete) July 91
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Present Equi pnent

Make, Model, Serial Nunber:
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Accessori es:

Mont hl'y Vol urre:

GSA Contract Procurenent Plan: (check one) __ Annual Rental

LTOP, (No. of Months Remaining __ ); __ Purchased

Mont hly Costs: (round to nearest dollar)

Base Machi ne:

Excess Copi es:

Accessori es:

Suppl i es:

Mai nt enance:

(enter for purchase/LTOP equi pnent only)
Cancel | ation Penalty:

(enter for rental /LTOP equi pnment only)

Poaoow

-+

g. Total:

Speci al Requirenents:

_ CP Rental;

H B BH AP RH

| f Purchased Conplete the follow ng:

a. Age:

b. Proposed Disposition

c. Trade-in Val ue:

Probl ems Encountered Wth Present Equi pnent, if Any: (explain)

Conpl ete Location of Present Equi prment:

10. Ot her Copying/Duplicating Facilities Available to Provi de Reprographic Services: (GSA

GPO, etc.)
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El ectronic Publications - CDROM Qui del i nes

All Central Ofice docunents, including all directives, are to be
prepared in WrdPerfect.

Once a docunent cl earance process i s conpleted, ODC uses the
electronic file version of the docunent for printing/issue of
paper copies and for conversion to BOPDOCS CDROM Users of
BOPDOCS sonetinmes find that BOPDOCS copi es do not match when
conpared to paper copies. This is due to variations in printer
equi pnent used by a recipient conpared to printer equi pnent used
by the office issuing the docunent. This produces, in sone
cases, a docunent that can only be printed on the originator's
printer or may produce a docunment which cannot be read, or the
docunment may nmake no sense when vi ewed through BOPDOCS.

WordPerfect is an extrenely powerful and conprehensive docunent
publ i sher that gives the user the capability to change nearly
every formatting paraneter of a docunent file. The end user of
the file may find it inpossible to match the originator's

par anet er s.

BOPDOCS docunents are viewed on a variety of conputers with a
mul titude of printers. ODC has identified a variety of file
formatting differences that cause a majority of the problens and
nmust resolve them prior to finalization and i ssue on BOPDOCS

Central office prepared docunents should be prepared for the

"l owest common denom nator” printer. To reduce the dependency on
specific printer functions, to inprove conpatibility wth BOPDOCS
CDROM to reduce docunent reproduction and printing tinme, and to
make docunents and directives as usable as possible for field
sites when usi ng BOPDOCS, staff should prepare docunents using
the foll ow ng:

Defaul ts: Defaults are the pre defined settings enpl oyed by
WordPerfect. Changing your PC s defaults however,
has a serious side effect on docunments issued on
BOPDOCS. Default changes are hidden (won't show
in reveal codes). This is particularly hazardous
when attenpting to conmbi ne a change notice into an
existing policy with different defaults.

Mandat ory use of defaults is essential to BOPDOCS
publication and staff use; it is not intended to
govern your PC s print capability for general

of fice printing.

Mar gi ns: Directives are reprinted in ODC fromthe
electronic file. A one inch (10 character) margin
is required on the left and right margin to all ow
for binder holes and other print plant operations.



Font s:

Page
For mat s:

Page Si ze:

Commands:

Reser ved:

Landscape:

Directives:
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ODC reserves the top and bottom margins (al so need
one inch) for nunbering, authentication,
pagi nation, and other print functions.

Courier 10 is the standard. This is a 10 CP
(character per inch) print size that is easily
read and is generally available to all printers.
Anything smaller will adversely affect how the
docunent is viewed on the screen, or wll cause
addi tional "wraps" (line and page). Changing

di stances between characters is just as damagi ng.
Most field printers do not have the diversity to
handl e nuch nore than Courier 10.

Use left justification only. Also use tabs (not
indents) to allow text to wap back to the left
margin. ODC will determne if wapping to the
left margin creates a line that is awkward in
appearance. There is sone flexibility in this
area and the intent is to avoid extended

par agr aphs that occupy only the far right side of
t he page.

Use the default 8.5 x 11, or 54 lines of text per
page.

Aut o- par agr aph, hyphenati on, newspaper col ums,
etc., are all designed to produce flaw ess
desktop publications. They create problens for
other printers or PCs attenpting to replicate the
docunent. There are many commands that may
elimnate a keystroke or two for the witer, but
consi der that you have now gi ven Wor dPerf ect

perm ssion to restructure your docunent at its own
conveni ence. Do not use these options when
preparing docunents for ODC or BOPDCCS.

Brackets [ ]: These are applied to "Rules
Language" exclusively. Use (), <> or {}.

Avoid this option if possible, maintain your
docunents in portrait position. Many BOPDOCS
users are expected to have dot matrix printers.
Landscape printing is slower and it is not
supported by nost dot matrix printers.

Al'l main paragraphs are nunbered i n sequence using
arabi c nunbers (1,2,3,4, etc.) and are flush on
the left margin. The first subparagraph is tabbed
once and lettered al phabetically, small case, in
sequence (a. b. c. d. etc.), all text after the
tabbed line is wapped or flush left. The second



subparagraph is tabbed twice and lettered using
arabic in a parentheses (1) (2) (3) etc. without a
period and all text after the tabs are flush left.
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| ndent : Limt the use of this feature for quotes and
exanpl es, DO NOT use for directives text.
| ndent ati on can be achieved with the Tab key, and
for spacing, use the indent key (F4) and/or flush
right (ALT+F6), to indent special text.

ODC provides printed and el ectronic docunents to all field

| ocations. The goal is to provide easy to use, easy to read,

el ectronic publications that are accurate and professional.
Wil e nuch work goes into the preparation of docunents, and ODC
will facilitate to every extent possible a publishers intended
finished product, it is even nore critical that users be able to
process and print the docunents. Electronic docunents should
enul ate the paper product as closely as possible, and the
approach should be an electronic file that can be printed by any
printer, rather than trying to create an electronic version of an
exi sting, conplex paper copy.



